Event Coordinator 
Roles and Responsibilities 


e Plans and coordinates events held throughout the semester 
e Reserves rooms for events 
e Orders food for events 


Room Reservations 
Resources 
e Katlyn Bachman, 1042 (kbachmanl1@ksu.edu) 
o Engineering Building 
e Deans Office, 1046 
o Engineering Atrium 
o Tables for Pi Day 
e Barbara Moore (bjmoore2@ksu.edu) 
o Seaton 142 
e Benjamin Stark (benstark@ksu.edu) 
o Purple Masque Theater 
e Union Reservations (reservations@ksu.edu) 
o Cottonwood Room 
e Annenberg Park Shelter #1 
o Parks and Rec website (http://mhkprd.com/178/Frank-Anneberg-Park- 
Twin-Oaks-Sports-Com) 
o Reservation Form (http://mhkprd.com/DocumentCenter/View/285) 


Preferences 

e Bent Shining Party - Seaton 142 

e Orientation, Personal Meetings, Kickoff Meeting, General Body Meeting - 
Engineering Hall 0093 

e Initiation - Purple Masque Theater (Cottonwood Room if Theater is 
unavailable) 

e Pi Day - Engineering Atrium 

e Elections/Social - Annenberg Park Shelter #1 or bowling in union (depending 
on weather) 


Timeline 

Room Reservations 

Most, if not all, events are determined after the start of the semester. Therefore, 
there is not a specific timeline of events from semester to semester. As soon as an 
event date is set, a room should be reserved as soon as possible. This way, if 
rooms aren't available the time and/or date of the event can be adjusted to 
accommodate the available resources. 


Food 

Pizza should be ordered the morning of the event. Account for 2.5 slices of pizza 
per person. There are 8 slices of pizza per pizza. Order mediums, since they are 
cheaper. Cookies, water, paper plates, napkins, etc. can be purchased wherever 
you like (Hy-Vee, Dillons, etc.). 


